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Director of Training 28 ¥ay 1956
Chief, Management Staff

Raoords Disposition Progran

Attached 18 the Records Control Schedule prepared by
of the Records Management Staff, This ache-
grei orderly retivement, destruction and pre-
servation of the recerds hdaldings of the Office of Praining.

9, Tim quite sure that you will be interested in the follow
ing mignificant facts which were derived from the records inventory?

, &, There are 5,6h3 cublio feet of records mintatned by
Om in 1,132 pleces of filing equipment valued at $151,610,

b, 5.8 of all your records have permanent wolus,
6, 3.0 of your records consist of library mterial and
d, 58,2 of your records are temporary,
3, The initial application of the Records Control Schedule
will permdt the eliminatlor of 629 cubic fest of inactive records
in the exlendar year 1956 Lhrough trensfer to the Records Center

o by destruction, This will provide an estimated savings of
& representing the replacemsnt value of filing squipment re=

1&&1. During 1957 and each year therealter, it is estimated that
kA9 sublc feet of Tecords with an estimited replacement value of
$18,000 in £iling equiprent can also be transferred to the Recards
Center or destroyed in the current office spase, These are signiii-
gant pavings which‘(, I am sure, you will be glad to ses acconmplished
by the complete application of your records dispositicn progran,

L, In addition to the records disposition rlan, there are
several genir’a.’l recommendd Slons pertinent to the success of your
overall Records Management Progren which, I believe you should con=
sider. They are outlined In the attached survey report,

5, The splendid cooparation rendered by &11 mermbers of your
organigation made it possible to develop an effective Records
Contrel Schedule that should be of assistance in the management of
an important part of the Agency's records, I consider this a
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Divestor of Tralning - (emt'y)
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eaﬁiummt; g3al partieularly want to comemnd Np,
ar his wluable saslstans in the developpent

& and his initiatiwe in adapting the Ageney Filing

reeords of ryour ofMoe,
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